RULES OF THE JEFFERSON PARI SH FI RE Cl VIL SERVI CE BOARD

PREAMBLE

These rules are adopted pursuant to LSA R S. 33:2531 et seq

entitled

and Police Civil Servi ce Law for Smal |

Muni ci palities and for Parishes and Fire Protection Districts

(hereinafter

Section 1:

Section 2;:

Section 3:

referred to Fire Civil Service Law)

RULE |
MEETI NG OF THE BOARD

Regul ar Meeti ngs

The Fire Civil Service Board (hereinafter called
"t he Board") shall hold one regul ar neeting within
each quarter by period of the cal endar year. The
Board shall give witten public notice of their
regul ar neetings not |ess than 14 days before the
date fixed for such neeting, unless otherw se
provi ded by | aw. Such notice shall include the
dates, tinmes and places of such neetings.

Speci al Meetings

Speci al neetings shall be held on the call of the
chairman of the Fire Civil Service Board or upon
the call of two thirds (2/3) of the nenbers of the
Boar d.

Noti ce and Agenda

A Tinme of Notice
Noti ce of special nmeetings and the agenda for
all meetings shall be given by posting such
notice, not less than five (5) days before
the date fixed for such neeting, unless
ot herwi se provided by law. The agenda shall
be contained with the notice of all hearings
and appeal s.

B. Notice Requirenents

Noti ce for hearings or appeal s shall include:

(1) a statenment of the tine, place and
nature of the hearing or appeal;

(2) a statenent of the |legal authority and
jurisdiction under which the hearing or
appeal is to be held;

(3) a reference to the particular sections
of the statutes and rules involved; and

(4) a short and plain statement of the
matters asserted.

C. Posting Requirenents
Notice shall be posted on bulletin boards in
the Fire Civil Service office, in fire

stations, admnistrative offices of the
East bank Consol i dated Special Service Fire
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Protection District and served wupon the
Superi ntendent of Fire.

D. Noti ce Requirenents for Energency Meetings
Noti ce of emergency neetings shall be called
by posting such notice at the Jefferson
Pari sh East bank Council Chanbers and served
upon the Superintendent of Fire twenty-four
(24) hours prior to the neeting or as
ot herwi se provi ded by | aw.

Open Meeti ngs

Al'l Board neetings shall be open to the public,
except when the Board neets in executive session
as ot herw se provided by | aw.

Notification to Board Menbers and Superi ntendent
of Fire

Al l Board nmenbers and the Superintendent of Fire
shall be notified of nmeetings in witing within
the time periods provided herein for notice or to
any party requesting such notification in witing
and approved by the Board. Such notice shall not
be |l ess than the notice period provided by | aw.

Quorum

Two nmenbers of the Board nust be present to
constitute a quorum concurring votes of two
menbers are necessary for decisions of all matters
before the Board.

RULE 11
SUBJECT MATTER OF MEETI NGS

Subj ect

At regul ar and speci al nmeetings of the Board, the
Board shall consider only those itens of business
for which the neeting was cal | ed, except that upon
approval of 2/3 of the nenbers of the Board, the
Board may take up a matter not on the agenda.

RULE |11
ORDER OF BUSI NESS

Or der

At regular and special neetings the order of
busi ness shal |l be;

(1) reading of the m nutes;

(2) special and general reports;
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(3) decisions and orders on matters consi dered at
previ ous hearings and neetings; and

(4) new business, and if a special neeting
hearing of matters previously fixed for the
speci al neeting.

RULE |V
EXECUTI VE SESSI ONS

Executive Sessions

The Board may, if required, neet in executive
session during regular or special neetings, upon
approval of 2/3 of the nmenbers of the Board and
when considering those mtters which nmay be
di scussed i n executive session as provided by | aw.

RULE V
APPEALS AND HEARI NGS

Definitions

Appeal : Any application to the Board by a regul ar
enpl oyee pursuant to LSA R S. 33:2561 on natters
i nvol ving discharge, corrective or disciplinary
action.

Heari ng: Any other application to the Board by
anyone authorized by law on matters within the
Board's jurisdiction pursuant to LSA R S. 33: 2537
or other provisions of |aw.

Appl i cations

A Appeal s
An application for an appeal shall be made

only by a regular enployee in the classified
service and shall be limted to matters
I nvol vi ng di schar ge, corrective or
di sciplinary action w thout just cause, and
the application shall so state sane.

B. Heari ngs
Any person authorized to request a hearing by

t he Board under the provisions of the Fire
Civil Service Law may apply for such hearing.

C. Ti me
An application for appeal shall be filed
within fifteen (15) days follow ng the action
conplained of, or where witten notice is
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given of an action to be thereafter
effective, within the 15 days follow ng the
date on which such witten notice is given

An application for hearing shall be filed
within the tinme provided by | aw

D. For m

1) Al applications for appeal or hearing
shall be in witing and shall provide a
clear and concise statenment of the
action conplained of, the basis of the
appeal or hearing, and the relief
sought . To the extent possible, all
applications shall set forth the section
of the Fire Civil Service Law, Jefferson
Pari sh Ordi nance, or Rules of the Board
under which the application is brought
and shall contain a statenent of
jurisdiction of the Board.

)

(2) Al applications for appeals and other
hearings shall be signed by the
applicant or his counsel, if any, and
shall give the full nane and post office
address of the applicant and of his
counsel. The witten application shall
be filed with the chairman of the Board
or the Board official so designated to
recei ve such applications and a copy of
t he application shall be served upon the
Superi ntendent of Fire.

E. Tinely Filing of Papers
All papers to be filed with the Board shal
be filed with the persons |listed above

Represent ati on

Parties shall have the right, but shall not be
required, to be represented by another person.
When any party is represented by nore than one
attorney, only one attorney for any party shall be
permtted to exam ne the sanme wi tness, except as
otherwi se permtted by Board.

Evi dence, Wei ght and Objections

A. Adm ssion and Introduction of Evidence
The Board nmay admt and give probative effect
to evidence which possesses probative val ue
commonly accepted by reasonably prudent nen
in the conduct of their affairs. It shall
give effect to the rules of privilege
recogni zed by | aw. The Board may exclude
i nconpetent, irrelevant, immterial, and
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unduly repetitious evidence. Objections to
evidentiary offers may be made and shall be
noted in the record. Subject to these
requi rements, when a hearing or appeal wl]l
be expedited and the interests of the parties
will not be prejudiced substantially, and
part of the evidence may be received in
witten form However in no case will an

issue of fact central to the determ nation
of cause for discharge or corrective or
disciplinary action, or the defense thereof
be decided solely on the basis of witten
evi dence or other hearsay evi dence.

| ncor poration

Al l evidence, including records and docunents
shall be offered and nmde a part of the
record, and all such docunentary evi dence nay
be received in the form of copies or
excerpts, or by incorporation by reference.
In case of incorporation by reference, the
materials so incorporated shall be avail able
for exam nation by the parties before being
received in evidence.

Judicial Notice

Notice may be taken of judicially cognizable
facts. In addition, notice nmay be taken of
general ly recogni zed technical or scientific
facts within t he Board's speci al i zed
know edge. Parties shall be notified either
before or during the hearing, or by reference
in prelimnary reports or otherw se, of the
mat erial noticed, and they shall be afforded
an opportunity to contest the material so
not i ced.

Section 3: Cr oss- Exam nati on

A.

Exam nation of Wtnesses and Subpoenas
Parties and w tnesses shall be subject to
cross-examnation as in civil trials. The
Board | ooks with favor upon stipul ations of
undi sput ed facts.

Power of the Board

The Board shall have the power to adm nister
oaths and affirmati ons, regulate the course
of the hearings, set the time and place for
continued hearings, fix the time for filing
of briefs and other docunents, and direct the
parties to appear and confer to consider the
sinplification of the issues.

Sequestrati on of Wtnesses
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On its own notion the Board my, and on
request of a party the Board shall, order
that the wtnesses be excluded from the
courtroomor froma place where they can see
or hear the proceedings, and refrain from
di scussing the facts of the case with anyone
other than counsel in the case. In the
interests of justice, the Board may exenpt
any witness from its order of exclusion.
However, this Section does not authorize
excl usi on of:

(1) A party who is a natural person

(2) A single officer or single enployee of a
party which is not a natural person
designated as its representative or case
agent by its attorney; or

(3) A person whose presence is shown by a

party to be essenti al to t he
presentation of his cause such as an
expert.

Subpoenas

Any menmber of the Board shall have power to
sign and issue subpoenas in the nanme of the
Board requiring attendance and giving of
testinony by witnesses and the production of
books, papers, and ot her docunent ary
evi dence. \Whenever any person summoned under
this Section neglects or refuses to obey such
sunmons, or to produce books, papers,
records, or other data, or to give testinony,
as required, the Board may apply to the judge
of the district court for the district within
whi ch the person so summoned resided or is
found, for an attachnment against him as for
a contenpt. It shall be the duty of the
judge to hear the application, and, if
satisfactory proof is made, to issue an
attachment, directed to sone proper officer
for the arrest of such person, and upon his
bei ng brought before him to proceed to a
hearing of the case; and upon such heari ng,
t he judge shall have power to make such order
as he shall deem proper, not inconsistent
with the law for the puni shment of contenpt,
to enforce obedience to the requirenents of
t he summons and to puni sh such person for his
default or disobedience.

Requests for Subpoenas
Any party desiring the i ssuance of a subpoena
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for the appearance of a witness or a subpoena
duces tecum for the production of materials
shal | make such request in witing as far in
advance as practical and it shall be served
by the Board chairman or his designee. Al

requests for subpoenas or subpoena duces
tecum shall be mde part of the record
i medi ately upon filing and shall be
avai l able for inspection by any interested

party.

Depositions
The Board or any party to a proceedi ng before
it may take the depositions of wtnesses,

within or without the state, in the same
manner as provided by |law for the taking of
depositions in civil actions in courts of
record. Depositions so taken shall be
adm ssible in any proceeding affected by
these rules. The adm ssions of such

depositions may be objected to at the tinme of
hearing and may be received in evidence or
excluded from the evidence by the Board in
accordance with these rules.

M nut es/ Transcri pt

(1)a) The Board shall keep m nutes of its
proceedi ngs, showing the vote of
each menmber upon each question, or,
if absent or failing to vote,
i ndi cating that fact and shall keep
records of its exam nations and
other official action all of which
shall be filed imediately in the

office of the Board and shall be
public record wunless otherw se
provided by the Board. Al |

testi nony, objections thereto, and
rulings thereon shall be taken down
by a recorder for that purpose. It
shall be the duty of the secretary
to keep the said m nutes and a true
and correct record of al |
proceedi ngs had at such neetings,
both regular and special of said
Board, in a book or books to be
kept specially for that purpose.
Certified copies of the m nutes of
al | such proceedings shall be
furnished the Superintendent of
Fire or to any party requesting
copies of mnutes in witing and
approved by the Board.
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b) Certified copies of the m nutes
shall also be sent to any person
naki ng a standing request for such
copi es: such requests shall be made
to the Board in witing and shal
contain the name of the requesting
party and the address to which the
copies are to be nmil ed.

(2) If any party to the hearing desires a
permanent transcript of the hearing, the
party shall request transcript copy for
said purpose at their own expense. Any
party or the Board may request that a
hearing or appeal be transcribed by a

court reporter. \When a court reporter
is furnished, the first copy of the
original of the transcript shall be

filed with the Board and shall becone
part of the permanent record of any
subsequent appeal .

RULE VI |

DI SM SSAL OF APPEALS OR HEARI NGS

Di sm ssal

If the applicant fails to appear at the place and
time fixed for any hearing or appeal, application
may be dismssed or the Board may, in its
di scretion, continue the case or proceed with the
hearing or appeal and render its decision upon
such evidence as may be adduced at the hearing or
appeal .

RULE VI | |
DECI SI ONS AND ORDERS

Deci si ons
The concurring vote of a majority of the Board
shal | be necessary to reverse any order

requi rement, decision, or determnation of the
Superi nt endent of Fire or t he appoi nti ng
authority, or to decide in favor of the applicant
on any matter upon which the Board is required or
permtted to consider under the Fire Civil Service
Law.

Or der
A final decision of any proceeding shall be in
writing or stated in the record. A final decision
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shal | include findings of fact and concl usi ons of
| aw. Fi ndings of fact, if set forth in statutory
| anguage, shall be acconmpanied by a concise and
explicit statement of the underlying facts
supporting the findings. The Board when requested
to do so by a party shall give in witing its
findings of fact and reasons for decisions,
provided the request is made not later than ten
(10) days after the proceedings. Parties shal
be notified either personally or by mail of any
deci sion or order. Upon request, a copy of the
deci sion or order shall be delivered or mailed
forthwith to each party and to his attorney of
records.

RULE | X
APPLI CATI ON FOR ADM SSI ON TO TEST

Testing
Test for entry upon pronotional and conpetitive
enmpl oyment list shall be advertised for and

adm ni stered in accordance with LSA R S. 33: 2552
of the Fire Civil Service Law. Test for entrance
upon pronotional enploynment list my be given
after existing list is twelve (12) nonths old and
not yet expired and shall be given at |east one
time during each successive period of eighteen
nont hs.

Appl i cations

Al'l applications for adm ssion to tests on Board
approved forms, wll be received by those
i ndi vidual s designated by the Board at any tinme
before final date for receiving applications. All

approved applicants will be notified at | east five
(5) days in advance of the date fixed for the
exam | ndi vi dual s desi gnat ed to receive

applications will forward such applications to the
Board secretary and shall be kept as a permanent
record of the Board in accordance with the Fire
Civil Service Law.

Enpl oynent Lists

Pronoti onal and conpetitive enpl oynment |ists shall
be maintained by the Board for eighteen (18)
nont hs.

Appl i cabl e Law
Adm ssion to tests shall be governed by provisions
of LSA R S. 33:2553 of the Fire Civil Service Law.

Approval of Lists
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VWhen results of any exam nation are furnished to
the Board by the State Exam ner, the chairman
shall forthwith call the Board for a special

neeting for approval thereof. Enpl oynment lists
shal | become effective upon approval of and by a
majority of the Board and filing of the same by

the Board with the State Exam ner.

RULE X
BOARD RULES

Adoption of Rules

The Board shall adopt rules of practice setting
forth the nature and requirenents of all fornmal
and i nformal procedures avail abl e.

Di stribution of Copies

One copy of the Board rules shall be distributed
to each Board nenber, governing authority,
Superintendent of Fire, and fire station bulletin
boar ds.

Substitute, Alternative or Mdified Proposal
Notice of the original rule on the docket of the
Board in accordance with this Section shall also
constitute notice of any substitute, alternative
or nodified amendment, suppl enent or change t hat
my be recommended or adopted by the Board
followwng the public hearing, if the said
substitute, alternative or nodified proposal is
within reasonable |imts of the purpose or subject
matter of the original proposal, all as provided
for R S. 33:2538.

| nspection

The Board shall make available for public
i nspection all rules and all other witten
statenments of policy or i nterpretations

fornmul at ed, adopted, or used by the Board in the
di scharge of its functions.

Copy to Parties

A copy of the Board rules shall be given upon
request to an appellant or his counsel prior to a
heari ng.

Ef fective Date

Board rules are effective upon approval of the
Board unl ess otherw se specified or required by
| aw.
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RULE XI

EX PARTE CONSULTATI ONS AND RECUSATI ONS

Ex Parte Consultations

Unless required for the disposition of ex parte
matters authorized by |aw, nenbers of the Board
assigned to render a decision or to make findings
of fact and conclusions of law in an appeal
noticed and docketed shall not communicate,
directly or indirectly, in connection with any
i ssue of fact or law, with any party or his
representative, or with any officer, enployee, or
agent engaged in the performance of investigative,
prosecuting, or advocating functions, except upon
notice and opportunity for all parties to
partici pate.

Recusati ons

A Board nmenber shall w thdraw from any appeal or
hearing in which he cannot accord a fair and
i npartial consideration. Any party may request
the disqualification of a Board nember, on the
ground of his inability to give fair and i nparti al
consideration, by filing an affidavit, pronptly
upon di scovery of the alleged disqualification,
stating with particularity the grounds upon which
it is clainmed that a fair and inpartial hearing
cannot be accorded. The issue shall be determ ned
pronptly by the remai ni ng nenbers of the Board, if
a quorum Upon the entry of an order of
disqualification affecting a nmenber of the Board
the remai ning menbers of the Board shall conduct
t he hearing or appeal.

RULE XI |
HOURS OF WORK AND LEAVES OF ABSENCE

Hours of Whrk
Class A: The work week for full-time Class A
enpl oyees in the classified service

shal | consi st of thirty-five (35)
regularly scheduled working hours per
week, exclusive of "lunch" periods.

Class B: The work week for full-time Class B
enpl oyees in the classified service
shall consist of forty (40) regularly
schedul ed working hours per week,
excl usive of "lunch" peri ods.

Class C The work week for full-time Class C
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enpl oyees in the classified service, for
pur poses of determning overtime and
hourly rate only, shall consist of
fifty-two (52) working hours. The
actual work week of said enpl oyees shal
be in accordance with the schedul ed work
of a firefighting tour of duty as
provided in Section 1.1.

Enpl oyees schedul ed to work a firefighting tour of
duty cannot, because of the necessity for
conti nuous service, enjoy holiday benefits as do
ot her enpl oyees. To conpensate for this, such
personnel shall be paid holiday pay at the rate of
one tines the usual sal ary (in effect,
double-time) for each holiday enunerated in
Section 12, Rule IX of this Rule and/or each
hol i day declared by the Parish President and/or
t he Parish Council under the provisions of Section
11, Rule I X of this Rule; such holiday paynent to
be nmade to the enployee whether or not the
mandatory holiday falls on the enployees's
regul arly schedul ed work day. Thus, firefighting
personnel shall enjoy the equival ent of nandatory
hol i days guaranteed to all other enployees.

Il lustrated Work Month

JULY

SUNDAY

MONDAY

TUESDAY

VAED.

THURS.

FRI DAY

SAT.

1

3

4

6

8

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

NOTE:

(1)

(2)

(3)

(4)

days circled indicate
I s begun;

days on which 24-hour tour

days sl ashed indicate days on which 24-hour
I s ended;

t our
conmbi nation of circle followed by slash indicates
assumed two 12- hour work days;

a 24-hour tour of duty begins at 7 a.m on one day
and ends at 7 a.m the follow ng day; therefore,
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two cal endar days are involved. For ease of
adm ni stration, it shall be assuned that each of
these days is a 12-hour work day;

(5) days neither circled nor slashed are off days.

Usi ng the working nonth illustrated above:

1. Assune that enployee took vacation the first two
weeks of nmonth (1st through 14th inclusive).
Enpl oyee woul d be charted 10 annual | eave days for
this period since there are five 24-hour or ten
12- hour working days during these two weeks. He
woul d be paid twelve (12) hours pay for July 4 to
conpensate himfor the holiday.

2. Assune that enployee is absent from duty because
of illness on July 16, 17, 18 and 19. He woul d be
charged four (4) days sick |leave for these days
because there are two 24-hour (or four 12-hour)
work days in this period.

3. Assune that enpl oyee was absent from duty for the
entire nmonth of July, on annual or sick |eave,
returning to work on August 2. He would be
charged 22 days of the applicable |eave (21 for
the month of July; one for August). He woul d
receive twelve (12) additional hours pay for July
4 to conpensate him for the holiday.

4. Assune that enployee did not report to work as
schedul ed on July 3, and failed to appear for duty
until the scheduled working time on July 5 (the
final decision being to carry himon | eave wi t hout
pay for the absent period). He would have
deducted from his gross pay an anount equal to 12
X his hourly rate of pay (the equivalent of two
12- hour work days |ess one 12-hour holiday).

5. Assune that enployee becane ill and had to | eave
work at 7:00 p.m on July 5, returning to work at
7:00 a.m on July 7. He would have been absent on
sick |l eave for 12 hours (7:00 p.m to 7:00 a.m),
or the equival ent of one work day, and would thus
be charged with one day (12 hours) of sick |eave.
He would be paid 12 x his hourly rate for the
hol i day.

6. Assune that enployee began work at 7:00 a.m on

July 3 and worked to 7:00 a.m on July 4; under
Section 1, Par. 1.2, Rule I X, he would be paid his
regul ar pay plus an additional twelve (12) hours
pay for July 4, to conpensate him for the

mandat ory July 4 holi day.
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Assune t hat an enpl oyee on a shift other than that
illustrated began work at 7:00 a.m on July 4 and
worked to 7:00 a.m on July 5; under Section 1,
Par. 1.2, Rule I X, he would be paid his regular
pay plus an additional twelve (12) hours pay to
conpensate himfor the mandatory July 4 holiday.

Assune that an enpl oyee on a shift other than that
illustrated was not scheduled to work on either
July 3 or July 4; under the provisions of Section
1, Par. 1.2, Rule I X, he woul d be paid his regul ar
pay plus an additional twelve (12) hours pay to
conpensate himfor the mandatory July 4 holiday.

Annual Leave

Each eligible enployee in the classified service
shal | earn and accunul ate annual | eave with pay as
fol |l ows:

(a) an enployee with less than five (5) years of
conti nuous service shall accumul ate at the
rate of one-half () of a working day per
bi - weekly pay peri od worked;

(b) an enployee with nore than five (5) but |ess
than ten (10) years of continuous service
shal | accumul ate at the rate of five-eighths
(5/8) of a working day per bi-weekly pay
peri od worked;

(c) an enployee with ten (10) or nmore years of
conti nuous service shall accumul ate at the
rate of three-quarters (3/4) of a working day
per bi-weekly pay period worked;

(d) leave accruals shall be in hours or decinal
parts thereof comrensurate with the regul ar
base hours of work assigned to each cl ass of
wor K;

(e) earned but unused annual |eave credits shall
be accumnul ated for each enpl oyee and shall be
carried forward fromone cal endar year to the
next, but the maxi num anount of accunul ated
| eave which may be thus carried forward shall
be ninety (90) days.

Persons enpl oyed on a subject-to-call basis, or
under energency or transient type appoi ntnments, or
paid at Special Rates, shall not be entitled to
accunul ate annual |eave; except in the case of
those persons who are currently enployees
accunul ating | eave and who have been tenporarily
pronoted on a transient basis to fill a vacant
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position pending filling of the vacancy by regul ar
appoi nt ment .

Each eligible enployee shall earn annual |eave
credits during:

(a) the first full bi-weekly pay period worked
and ensui ng pay periods worked and,

(b) the last full bi-weekly pay period worked
prior to term nation. No annual |eave shall
accrue to an enployee for any bi-weekly pay
period during which she/he is on |eave
wi t hout pay, or suspension for nore than
seven (7) hours for Class A, eight (8) hours
for Class B, and twelve (12) hours for Cl ass
C.

No annual | eave may be used until an enpl oyee has
an accunul ation of six (6) working days of such
credits. This applies only to the initial use of
annual | eave and neither neans nor inplies that a
bal ance of six (6) days be naintained. Subject
to this requirenent, each enployee shall be
entitled each year to use at |east the amount of
| eave accunul ated during that year and may, wth
the approval of his assistant chief, use any
anount not in excess of the total accunul ated and
unused. Such | eave may be used only at the tine
or tinmes approved by the assistant chief, based
upon t he departnental work | oad and t he demand for

the enployee's services. An enpl oyee nmay be
required to use annual | eave for vacation
pur poses, provided that such use is in conformty
with a departnmental policy set forth and

inpartially admnistered by the appointing
authority. Any enployee who feels that she/ he has
been treated unreasonably in regard to the use of
annual leave may file a witten appeal to the
Jefferson Parish Fire Civil Service Board in
accordance wth the conditions outlined in
Paragraph 2561 of the Fire and Police Civil
Servi ce Laws.

Any enpl oyee who has a current bal ance of ninety

(90) or mre days of annual |eave may be
rei mbursed for any nunber up to, but not in excess
of , thirty (30) days. Paynment of t he
rei mbursenment shall be made, if funds are
avail able, on the sane basis as paynent for
accunul ated annual |eave upon term nation of
enpl oynent . When reinbursenent is nmade, the
nunber of days reconpensated shall be deducted

from the enployees |eave balance. Under no
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conditions shall the reinbursement be consi dered
as salary or wages for work perforned, for
pur poses of retirenent benefit conputation, or for
any ot her purpose: the reinbursenment being nerely
an advance paynment of a potential term nal |eave
benefit.

For budget ary purposes, requests for rei nbursenent
must be submitted to the Finance Departnent, in
witing not later than October 1 of the year
precedi ng the year in which rei mbursenent is to be
made. Rei nbursenent nmay be denied in any case in
whi ch such advance request is not submtted.

In conputing and recording charges against an
enpl oyee's accunul ated annual |eave, deduction
shall be made only for such tine that the enpl oyee
i s absent when scheduled to work. The m ni mum
charge agai nst annual |eave shall be a unit of
one-quarter (1/4) of an hour.

Upon an enployee's death, term nation  of
enpl oyment, or entry into active duty with the
Armed Forces of the United States, after an
initial accunulation of six days of annual |eave
as set forth in Section 2.4, Rule 11X, such
enpl oyee shall be paid for all unused annual | eave
accrued to his/her credit, except that:

(a) when an enployee resigns wthout giving at
|l east ten (10) working days notice, the
enpl oyee shall be paid only that portion of
annual |eave accunulation in excess of ten
(10) days; except that the required ten (10)
days notice requirement my be waived for
cause stated in witing by the appointing
aut hority;

(b) when the enployee resigns to accept a
provi si onal , transi ent, or pr obat i onal
appoi ntment without a break in service, or
with a break in service not in excess of one
full bi-weekly pay period, all unused annual
| eave accrued to such enpl oyee's credit shall
remain to his/her credit when she/he begins
service in the new position;

(c) when an enployee is renmoved from the Parish
service for disciplinary reasons she/ he shall
be paid for all accunul ated | eave; provided,
however, that the appointing authority may
wi t hhol d paynent in any anmount necessary to
offset the cost to the Parish for damages
whi ch may have been caused by the enpl oyee or

JFD 11-09-95



Rul es

page 17 of 28

for the failure of the enployee to return in
good <condition any Parish equipnment or
materials which nmay have been issued to
hi m her.

Paynment for each day of unused accunul ated annua
| eave shall be determ ned by reference to the base
sal ary plus |longevity.

Whenever the working schedul e of an enployee is
changed, the anmobunt of unused annual | eave accrued
to his credit at the tinme of the schedul e change
shal | be adjusted proportionately. For instance:

Cl ass A Enpl oyees:

(a) If a Class A enployee with 70 hours of |eave
accumul ated were to change to Class B, his
| eave accunul ati on woul d i ncrease to 80 hours
or vice-versa.

(b) If a Class A enployee with 70 hours of |eave
accumul ation were to change to Class C his
| eave accunmulation would increase to 120
hours or vice-versa.

Cl ass B Enpl oyees:

(a) If a Class B enployee with 80 hours of |eave
accunul ated were to change to Class A, his
| eave accunul ation would decrease to 70
hours.

(b) If a Class B enployee with 80 hours of |eave
accumul ation were to change to Class C his
| eave accunulation would increase to 120
hours.

Cl ass C Enpl oyees:

(a) If a Class C enployee with 120 hours of | eave
accumul ated were to change to Class A, his
| eave accunul ation would decrease to 70
hours.

(b) If a Class C enployee with 120 hours of | eave
accumul ation were to change to Class B his
| eave accunul ation would decrease to 80
hours.

If, in making the adjustment required by this
Rule, the resulting total accunulations should
exceed the maximum normally provided by these
Rul es, the enployee shall be allowed to retain to
his credit the excess over the normal maxi num but
shall not accunmulate further |eave until his
bal ance is reduced to a point below the nornal
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maxi nmum
Si ck Leave

Each enpl oyee shall earn and accunmul ate sick | eave
with pay as foll ows:

(a) Class A Enployees shall earn and accunul ate
sick leave at the rate of 3.5 hours per
bi - weekly pay period.

(b) Cass B Enployees shall earn and accunul ate
sick leave at the rate of 4.0 hours per
bi - weekly pay peri od.

(c) Cass C Enployees shall earn and accunul ate
sick leave at the rate of 6.0 hours per
bi - weekly pay peri od.

Persons enpl oyed on a subject-to-call basis, or
under energency or transient type appointnments, or
paid at Special Rates shall not be entitled to
accrue sick |leave; except in the case of those
persons currently enployed and accurul ating | eave
and who have been tenporarily pronmoted on a

transient basis to fill a vacant position, pending
filling of the vacancy by regul ar appoi nt nent.
Each eligible enployee shall earn sick |eave
duri ng:

(a) the first full bi-weekly period worked and
ensui ng pay periods and;

(b) the last full bi-weekly pay period worked
prior to term nation.

No sick | eave shall accrue to an enpl oyee for any
bi -weekly pay period during which he/she is on
| eave without pay, or suspension for nore than
seven (7) hours for Class A, eight (8) hours for
Class B, and twelve (12) hours for Class C

The Director may, at his discretion, advance an
enpl oyee sick | eave with pay not in excess of five
(5) working days, providing that such advanced
| eave nmust be charged against the first avail able
si ck or annual | eave accunul ations credited to the
enpl oyee. In such a case, the Director nust
furnish the enployee a witten notice of the
action, and copies of this notice nust be sent to
the Appointing Authority and the Fi nance
Departnment. Sick | eave with pay in excess of five
(5) days may be advanced to an enployee only with
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the prior approval of the Appointing Authority.

There shall be nolimtation on the amunt of sick
| eave whi ch may be accumul ated and carried forward
fromone year to the next.

I n support of usage of sick |leave with pay, an
enpl oyee shall furnish his supervisor notice of
the need for and cause of his absence from work
and, where appropriate, a prognosis. The notice
shall be in witing and shall be furnished in
advance or, if advance notice is not possible, as
soon as reasonably practical and in no case |ater
than ten (10) cal endar days after the onset of
sick leave. In addition:

(a) if the amount of sick | eave taken anpunts to
five (5) or nore consecutive working days,
the enployee shall as soon as reasonably
practical and in no case later than ten (10)
cal endar days after the onset of the sick
| eave, file with his supervisor a witten
statenment by a registered physician or other
acceptable authority certifying that the
enpl oyee was ill and unable to work during
t he period of sick | eave of absence; and/or;

(b) if there is a reasonable doubt as to the
validity of an enpl oyee's claim for
consecutive sick |eave days of four (4) or
| ess, the appointing authority nmay require

witten evidence of illness by giving the
enpl oyee witten notice of the need therefor,
and/ or;

(c) in any case in which an enployee fails to
provi de the statements or evidence required
in (a) or (b) above, or in which the
appoi nting authority has cause to doubt the
valadity of the statenments or evidence
provi ded, the appointing authority, as a
condition of granting such | eave, may require
the enployee to undergo exanination by a
Pari sh physician, at Parish expense, and/or;

(d) if the appointing authority determ nes that
an enpl oyee charged an absence agai nst sick
| eave al t hough no actual illness or
disability occurred, he shall correct the
time and attendance reports to show the
enpl oyee on unauthorized |eave of absence
w t hout pay for the period in question, shall
t ake st eps appropri ate to recover
conpensation paid to the enployee for the
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period in question and, also, may take such
other disciplinary action as he deens fit,
and/ or;

In conputing and recording charges against an
enpl oyee' s accumul at ed si ck | eave, deduction shall
be made only for such tinme that the enpl oyee is
absent when schedul ed to work. The m ni num char ge
agai nst sick |eave shall be one quarter (1/4) or
an hour.

Al'l unused sick |leave remains to an enployee's
credit:

(a) when the enployee resigns to accept a
provi si onal , t ransi ent or pr obati ona
appoi ntnment in the classified service w thout
a break in service or with a break in service
not in excess of one full bi-weekly pay
period;

(b) during any period when she/he is carried on
authorized mlitary | eave w thout pay, or;

(c) when she/he is reinstated or re-enployed
after layoff, or;

(d) when she/he is transferred from one
department or agency to another.

Records of the central payroll office shall be
used in determ ning the amount of | eave invol ved.

Upon separation from Jef ferson Parish enpl oynent
after having attained sufficient creditable
service to qualify for a current or a deferred
retirement benefit under the Parochial Enployee's
Retirnment System and/or Enployee's Retirenent
Systemof Jefferson Parish and/or the Firefighters
Retirement Systemas established in R S. 33:2151,
an enployee shall be paid for all wunused sick
| eave to his credit at the tine of separation at
the rate of 1 day's pay for each 2 days of unused
sick | eave

In lieu of the Paynent provided herei nabove, the
enployee may elect and be granted retirement
service credits in accord with Act 302 of the 1974
session of the State Legislature and in accord
with simlar and related provisions of O dinance
No. 11027 of Jefferson Parish; in which case, no
cash reinbursenment for unused sick | eave shall be
made to the enpl oyee.
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The sick | eave to be rei nbursed as herein provided
shall be limted only to that sick | eave which is
earned under the provisions of Section 3 of this
rule. No paynent whatever shall be made for any
ot her sick | eave advanced or bestowed under ot her
authority.

I f an enployee elects to be paid for unused sick
| eave as hereinabove provided, he shall ©be
construed to have wused all such sick |eave
credited to himat the tine of such paynent.

When an enployee suffers a job-related injury
which entitles himto conpensati on under the State
wor kman conpensation | aws, he shall be permtted
to use and be paid for accunul ated sick |eave to
an extent sufficient to nmake up the difference
between the anount received from workman
conpensation and the regul ar sal ary whi ch woul d be
paid for full- tinme enploynent--thus providing
conti nued paynment of the equivalent of full salary
to the disabled enployee so long as there is
accrued and unused sick | eave avail abl e.

To acconplish this, either of two nethods may be

used:

(1) The enployee shall endorse to the Parish his
wor kman conpensati on checks and, in return,
be i ssued a Parish check for his full salary,
bei ng charged sick | eave in proportionto the
difference between the anount of workman
conpensation and regular full salary; or

(2) The enployee shall request the workman
conpensation insuror to certify to the Parish
t he anmount of conpensation paid per check,
and the fact of continuance thereof, or, at
t he request of the Parish, shall personally
furni sh such certification on a formprovided
by t he appointing authority. Receipt of such
certification(s), or the enployee's failure
to supply such, shal | constitute the
authority for the Parish to pay or refuse to
pay the requested sick leave in an anount
sufficient to make-up the difference between
full salary and wor kman's conpensati on. When
partial payments are made in accord with this
section, the charge agai nst accunul ated sick
| eave shal|l be proportioned to the difference
bet ween total regul ar salary and the
wor kman' s conpensati on pai d.

The provisions of this sub-section shall also be
applicable to Section 4 of this Rule | X regarding
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| eave provisions for firefighting personnel.

VWhenever the enpl oyee has sufficient sick | eave to
t ake advantage of either option, any |eave of
absence wi t hout pay which may be incurred will not
be used as a penalty normally required by Rule I X

Leave Provisions for Firefighting Personnel

Enpl oyees in any of the firefighting classes of
work shall earn and accunul ate annual |eave and
sick leave in the same manner as all other
enpl oyees eligible under this rule. However,
because of the peculiar nature of the established
firefighting tour of duty (24 hours on - 24 hours
of f, each tour being equivalent to two (2) 12-hour
wor ki ng days), an enployee worki ng such a tour of
duty shall be charged two (2) days of annual |eave
or sick leave for each 24 hour tour of duty he is
absent fromwork (see illustration at end of this
Section.)

In addition to the sick [|eave accunulation
provided in Section 3 above, each unifornmed
firefighting enployee who, as a nornmal duty
requirement, my be required to engage in
firefighting or fire prevention, or, as part of
his duties, be required to be in attendance on the
scene of a fire, (as distinguished from support
services such as custodial, record keeping, etc.)
shall be granted a "bank" of fifty-two (52)
cal endar weeks of special sick |leave to be used
only in cases of injuries sustained while on duty,
if such injuries are conpensable under State
wor kman conpensation | aws. This special sick
| eave nmay be used only on the basis of a full
report of the injury submtted to the Director in
the manner and on the forns prescribed by the
Appoi nting Authority. The 52-week sick |eave
"bank" shall be renewed on January 1 of each
cal endar year; except that, under no circunstances
may an enployee be covered by the sick |eave
"bank" for nore than 52 weeks for any one injury.

The rights and benefits of enployees provided in
LSA-R. S. 33:1995 are hereby recognized as
controlling for the subject matter of sick | eave.

"Every fireman in the enploy of a municipality, parish,
or fire protection district to which this Sub- part

applies,

shall be entitled to full pay during sickness

or incapacity not brought about by his own negligence
or cul pable indiscretion for a period of not |ess than
fifty-two weeks."
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VWhen an enployee who normally works a regular
firefighting tour of duty is carried on |eave
wi t hout pay, the anount of pay to be deducted for
the absent tinme shall be conputed by nultiplying
the nunmber of hours absent from duty by the
enpl oyee's base salary plus | ongevity.

Funeral Leave

When there is a death in the imediate famly (as
defined in Rule I) of an enployee other than
transient, energency, or others not eligible to
accumul ate | eave, the Director shall grant two (2)
days of Funeral Leave which shall not be charged
to the enployee's Annual or Sick Leave in any
ampunt up to, but not in excess of three (3)
addi tional days to permt such out of |ocal-area
travel time which the Director deens necessary;
but under no condition shall a conbination of
Funeral Leave and Sick Leave span a period of nore
than five (5) consecutive cal endar days.

When there is a death in the imediate famly (as
defined in Rule 1) of the spouse of the enpl oyee,
ot her than transient, energency, or other enpl oyee
not eligible to accunul ate | eave, the Appointing
Aut hority shall grant one (1) day of Funeral Leave
whi ch shall not be charged to the enpl oyees's Si ck
or Annual Leave. Addi tional |eave of absence,
chargeable to Sick Leave, nay be granted by the
Appoi nting Authority to permt such out of
| ocal -area travel as the Appointing Authority may
deem necessary, but under no condition shall a
conmbi nati on of such Funeral Leave and Sick Leave
span a period of nore than five (5) consecutive
cal endar days.

I n support of requests for Funeral Leave and Sick
Leave supplenmental thereto, the enployee shall
furnish to his supervisor witten notice of the
need for absence, including in such notice the
name and rel ationshi p of the deceased, the date of
deat h, and such other information as my
reasonably be required to justify the |eave
request ed. The enployee shall furnish the
required notice in advance or as soon as
reasonably practical, and in no case |ater than
ten (10) cal endar days after the date of the end
of such | eave.

Failure by the enployee to conply with a request

to furnish such notice and informtion shall be
cause for denial and/or cancell ation of the | eave.
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After granting any |eave under this Section,
should it be determined by the Appointing
Aut hority that the |eave was not justified, the
| eave charge shall be changed to Leave of Absence
Wt hout Pay, and the Appointing Authority shall
al so take such other disciplinary action as is
deened suitabl e.

Civil Leave

An enpl oyee shall be given tinme off w thout | oss
of pay when performng jury duty; when subpoened
to appear before a court, public body, conmm ssion
or board; when perforn1ng enmergency civilian duty
i n connection with national defense; when ordered
to appear for a medical or other exam nati on by
the Sel ective Service Systemor by a branch of the
Armed Forces of the State or United States; for
t he purpose of voting or serving as an election
official in either a primary, general, or speci al
election in Jefferson Parish; when taking or
participating in a Jefferson Parish civil service
exam nati on. An enpl oyee taking an exam nation
for alicense or certificate froma city or state
agency mmy be granted civil |l eave if the
appointing authority certified that the service
w Il benefit by the enpl oyee's acquisition of the
certificate or |icense.

VWhen an enployee is authorized or assigned to
attend a convention, a conference, or a training
programdirectly related to his own position or to
t he functions and operations of his departnent, he
shall be considered to be on duty and no | eave
shall be reported for or charged against the

enpl oyee.

Leave of Absence W thout Pay

The Director may grant an enpl oyee, other than a
transi ent enpl oyee, | eave without pay for a period
not to exceed an aggregate of ninety (90) cal endar
days within a period of twelve consecutive nonths,
whenever such |eave is considered to be in the
best interest of the service; provided that:
(a) leave without pay for a | onger period may be
granted only wth the consent of the
Appoi nting Authority; and

(b) when an enployee is on | eave w thout pay for
nore than five (5) consecutive days, the
Director of Fire and Energency Services nust
submt a report to the Appointing Authority;
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and

(c) when an enployee does not return to work at
the expiration of a period of |eave w thout
pay as authorized herein, she/he shall be
consi dered having resigned her/his position
as of the day following the |ast day of
| eave; and

(d) provisional and transient enployees nmay be
granted tenporary |eave w thout pay for a
peri od not exceeding five (5) working days.

Speci al Leave of Absence W thout Pay

An Appointing Authority my grant a regular
enpl oyee enpl oyee speci al | eave of absence wi t hout
pay for the purpose of enabling the enployee to
accept an unclassified position in the Parish of
Jefferson enploynent, except an elective office.
The | eave wi t hout pay herein authorized shall end
automatically whenever the enployee resigns from
his unclassified position or his enployment
therein is otherw se term nated.

An appointing authority my grant a regular
enpl oyee special |eave of absence with pay for a
period not to exceed one (1) year to permt the
enpl oyee to obtain educational training, the end
result of which would be betternment of the service
rendered to the public. To obtain such | eave, the
enpl oyee nust clearly denonstrate that the course
of study is related directly to the work of the
organi zation unit in which he is enpl oyed.

Mlitary Leave Wth Pay

Any regular or probationary enployee who is a
member of a reserve conponent of the Armed Forces
of the United States or the State of Louisiana
shall be granted nmilitary | eave of absence from
his position for a period not to exceed fifteen
(15) working days in any cal endar year, without
| oss of pay, annual or sick |eave, or other
benefits, when ordered to active duty for field
training or related or sim|lar purposes.

(a) An appointing authority may grant a regul ar
or probationary enpl oyee annual | eave, | eave
w t hout pay, or both, in accordance wth
ot her provisions of these Rules, for periods
of training in excess of fifteen (15) worKking
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days.

Any regular or probationary enployee who is
i nducted or ordered to active duty to fulfill his
reserve obligation, or who is ordered to active
duty for an indefinite period in connection with
reserve activities, isineligiblefor the mlitary
| eave with pay permtted under 9.1 above.

Mlitary Leave Wt hout Pay

Any regul ar enpl oyee or probationary enpl oyee
who enters upon active mlitary or naval duty
with the Armed Forces of the United States or
the State of Louisiana shall be placed on
mlitary | eave wi t hout pay. Such | eave shall
extend through a date ninety (90) days after
he is relieved frommlitary service or from
hospitalization continuing after discharge
for a period of not nore than one (1) year.

The enployee shall be restored to the position
whi ch he vacated, provided: (1) he makes written
application to the appointing authority of the
organi zation unit in which he was fornerly
enpl oyed wi thin ninety (90) days fromthe date of
his honorable discharge or discharge under
honorable conditions, or from hospitalization
continuing after discharge for a period of not
nore than one (1) year; and (2) he is physically
and nmental ly capabl e of perform ng the work of his
position to the satisfaction of the appointing
aut hority.

An enpl oyee who was placed on nmlitary | eave while
serving a working test period, upon returning to
his position, shall be required to serve the
remai ning portion of the working test period
before he may gain permanent status in his class
of position.

I f a position vacated by an enpl oyee entering
the arnmed service no |longer exists when he

qualifies to return to work, he shall be
entitled to re- enploynent in any position of
t he sanme classification wi t hin t he

organi zation unit in which he was previously
enpl oyed, provided such re- enploynent does
not necessitate laying off an enployee
appointed at an earlier date than the
enpl oyee returning frommlitary | eave.

If a position vacated by an enpl oyee entering
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the armed services no |onger exists when he
qualifies to return to work, and if no other
position to which he mght be entitled
t hrough re-enploynment privileges exists in

the organization wunit in which he was
previously enmpl oyed, his name shall be pl aced
upon an appropriate re-enploynent I|ist or

lists by the Appointing Authority, who shall
take all steps consistent with the Rules to
effect re- enploynent at the earliest
possi bl e date. Names of persons placed on
re-enpl oyment |ists under the provisions of
this Section shall be according to Fire and
Emer gency Services Rul es and Regul ati ons.

Any position vacated by an enpl oyee pl aced on

mlitary | eave wi t hout pay nay be filled only
by a conditional appointnent in accordance
wth Fire Civil Service Rul es and

Regul ations. A regul ar enpl oyee tenporarily
occupying a position vacated by a person
entering the arned services shall be entitled
to all benefits provided in these Rul es that
he m ght otherwi se have, except as herein
provided. |f and when a regul ar enpl oyee is
required to vacate a position as the result
of the re-enploynment of a person returning
frommlitary | eave, he shall be entitled to
be denpted or transferred to his fornmer
position, provided the denmotion or transfer
does not necessitate |aying off any enpl oyee
appointed at an wearlier date than the
enpl oyee being denoted or transferred,
ot herwi se, he shall be eligible for placenment
on an appropriate eligible list.

A person on authorized mlitary |eave of
absence shall be pernmtted to take any
pronmoti onal exam nation given during his
period of |eave, provided that he nmust take
the examnation during the Ilife of the
appropriate eligible 1list and prior to
announcenent of the next exam nation for the
sane class of positions.

Maternity Leave

The Parish recognizes that pregnancy and
childbirth are conditions which may interfere
w th t he wor Ki ng ability of femal e
enpl oyees. Accordingly, inability to work
resulting frompregnancy or childbirth shall
be viewed as illness and shall entitle an
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enpl oyee to Sick Leave benefits elsewhere
provided in this Rule, subject to the regular
conditions and limtations set forth for the
use of sick | eave.

It is further recognized that, in some cases
of pregnancy or childbirth, an enployee,
al t hough not disabled for work, my desire
| eave of absence for purposes of personal
conveni ence. In any such case, the Leave of
Absence Wt hout Pay benefits el sewhere
provided in this Rule nay be utilized by the
enpl oyee, under t he condi ti ons and
limtations set forth therein.

In order to protect the Parish frompotenti al
liability due to job-related injury, at any
time during pregnancy, the Director may
request the enployee to furnish a witten
statenment by a licensed physician certifying
that continued enploynment wll not be
injurious to the health or welfare of the
enpl oyee and/or the unborn child. If the
enpl oyee does not supply the requested
certificate within a period of ten (10)
cal endar days, the Director nay require the
enpl oyee to take | eave of absence.

Normal ly, return to work following maternity
| eave shall comrence not sooner than six (6)
weeks following the date of delivery. An
enpl oyee desiring to return at an earlier
date shall be permtted to do so, if she
furnishes a physician's certificate that
return to active work will not endanger the
enpl oyee's health or wel fare.

SECTI ON 12: Leave for Specialized Disaster Service Vol unteer

1.

Any enployee who is a trained disaster
vol unteer of the Anerican Red Cross may be

gr ant ed |l eave from  his regul ar wor k
assignnments, wth pay, and w thout |oss of
seniority, annual |eave, sick |eave, or

ear ned overtime or conpensat ory time
accumul ation, for any period not to exceed
fifteen (15) work days in any twelve (12)
nonth period, to participate in specialized
di saster relief services for di sasters
designated at Level 111 or above in the
Ameri can Red Cross Regul ati ons and
Procedures.
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2. Leave may be granted upon witten request of
the enployee to the appointing authority
whi ch shall include certification of the

enpl oyee as a trained Anerican Red Cross
di saster volunteer, the nature and | ocation
of the disaster, anticipated duration of the
| eave, nat ure of services required,
certification by an official of the American
Red Cross that the enployee's services are
needed, and the identity and title of the
official of the American Red Cross to whom
the enployee is to report.

Hol i days
The following days shall be observed as
hol i days, except as otherwi se provided

specifically, elsewhere in these Rul es:

January 1 (New Year's Day)

Mardi Gras

Good Fri day

July 4 (1 ndependence Day)

First Monday in Septenber (Labor Day)

Novenmber 11 (Veterans Day)

Fourth Thursday in Novenber (Thanksgi ving Day)
Fourth Friday in Novenmber (Day after Thanksgi vi ng
Da

[%ngerZS(CmiMnaﬁ

Shoul d any of the above |isted holidays fall on a
day which is not a schedul ed wor ki ng day, the next
following or immediately preceding working day,
whi chever is closer, shall be observed as the
hol i day.

In addition to the provisions of Section 13.1
above, any other holiday which my be
decl ared by the Parish Council or the Parish
Presi dent shall be observed by such enpl oyees
and wunder such <conditions as mght be
specified in the declarati on of such holiday.
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